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QUICK REFERENCE GUIDE  

FINANCIALS: REPORTS
A Profit and Loss Report (also called a P&L or P/L) displays income and outgo for a specific month, 
quarter, year, or multi-year period. It helps you review your overall cashflow, and identify where and 
how your organization’s costs either exceed or fit within your income.

A Balance Sheet Report displays account balances for a specific month, quarter, year, or multi-year 
period. It shows you the positive or negative balance in each account, including bank, credit card, asset, 
and equity accounts.

Create a Profit and Loss Report

Build a Profit and Loss Report 
for a specific time period so you 
can review your income and 
expenses. 

Click on the “Financials” tab to 
open it and the “Reports” tab 
to view the “REPORTS” window. 
Click on the “Profit and Loss 
Report” link.

In the “PROFIT AND LOSS 
REPORT” window that opens, 
click in the “Date Range” box to 
reveal a calendar from which 
to select the beginning and 
ending dates of the range of 
financial activity.

Click on a date to select it. Click 
on the “Set” link at the top 
right corner of the date-picker 
window to close the calendar 
and return to the “PROFIT AND 
LOSS REPORT” window. Be sure 
to choose both starting and ending dates.

In the “Display Columns By” area, select the way you want to display your information. Choose “Totals,” 
“Month,” “Quarter,” or “Year,” depending on how much detail you need.

Click on the “Run Report” button to display your report. To download your report as a PDF file, click on 
the “Export as PDF” button.
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Create a Balance Sheet Report

Build a Balance Sheet Report 
for a specific period of time so 
you can review your account 
balances.

Click on the “Financials” tab to 
open it and the “Reports” tab 
to view the “REPORTS” window. 
Click on the “Balance Sheet 
Report” link.

In the “BALANCE SHEET 
REPORT” window that opens, 
click in the “Date Range” box to 
reveal a calendar from which 
to select the beginning and 
ending dates of the range of 
financial activity.

Click on a date to select it. Click 
on the “Set” link at the top right 
corner of the date-selector 
window to close the calendar, 
and return to the “BALANCE 
SHEET REPORT” window. Be 
sure to choose both starting and ending dates.

In the “Display Columns By” area, select the way you want to display your information. Choose “Totals,” 
“Month,” “Quarter,” or “Year,” depending on how much detail you need.

Click on the “Run Report” button to display your report. To download your report as a PDF file, click on 
the “Export as PDF” button.

FINANCIALS: REPORTS—CONTINUED

  � �If you have additional questions about the Reports feature  
in Financials, please visit the Support Desk through your 
Admin Dashboard and open a support ticket.


